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HRAPAY 

AGENCY PAYROLL
Chapter 6 – Catastrophic Leave

This process is used by the Agency Central Time 
Management role to process approved employee’s 
donations and withdrawals (awards) from/to an 
Agency Catastrophic Leave Bank.
An employee will submit a formal request to donate 
leave to the Catastrophic Leave Pool or apply for an 
award (withdrawal) of Catastrophic Leave hours.  
Both requests must be approved before it is 
processed in AASIS.
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Catastrophic Leave

There are five activities used to establish the 
catastrophic leave transactions between the employee 
and the catastrophic leave pool: (1) Designate the 
catastrophic leave pool that the employee may donate 
hours to or receive hours from; (2) Process approved 
employee donation to the pool; (3) Process approved 
employee request for hours from the pool; (4) Process 
transfer of annual and/or sick leave that was accrued 
while on catastrophic leave, from employee leave 
account to the catastrophic leave pool; and (5) 
Process transfer of unused catastrophic leave back to 
catastrophic leave pool
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Catastrophic Leave Pool Relationship
(PA61)

Demonstration
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EXERCISE SCENARIO 

An employee has submitted a approved 
request to donate 40 hours of annual leave 
to the Catastrophic Leave Pool.  Process the 
donation in AASIS.
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Catastrophic Leave (Infotype 0696)

1. Follow menu path or type 
PA61 in the command field; 
press enter

The menu path is: Human Resources > Time 
Management > Administration > Time Data > 
Maintain.
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Catastrophic Leave (Infotype 0696)

2. Type personnel number; 
press enter

Always verify the employee’s name before you 
process any master data changes.
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Catastrophic Leave (Infotype 0696)

3. Enter From date and 
12/31/9999 in the To field

4. Type 0696 in the 
Infotype field

5. Click the drop-down 
icon

By entering the end date of 12/31/9999, you will 
only have to establish relationship to the approved  
catastrophic leave pool once.  
Infotype 0696 is Absence Pools used to establish 
the employee’s relationship to the catastrophic 
leave pool. 
Note:  This infotype must be created before 
processing any leave donations and/or leave 
withdrawals to/from the Catastrophic Leave 
Pool.
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Catastrophic Leave (Infotype 0696)

6. Double-click 
appropriate sub-type

Note: The original relationship is assigned to 
the home pool.  When donating or awarding 
leave and additional hours are needed than 
what the home pool has, the employee can be 
assigned to a foreign pool within their Agency.  
A foreign pool will be defined as anything 
outside of the employee’s subarea. (For 
example, an employee in NEL1 subarea, the 
home pool will be N1 and the foreign pool 
could be O1).
It is the Agency’s responsibility to insure that 
there are sufficient hours in all leave pools.
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Catastrophic Leave (Infotype 0696)

7. Click to create

The home pool will be identified based upon 
the employee’s personnel subarea assigned on 
Infotype 0001 (Organizational Assignment)
For example:  An employee with the subarea 
of: NEL1 - the Agency’s leave pool ends with 
N1; 
NEL3 – the Agency’s leave pool ends with N3
OAL1, OBL1, OCL1 – the Agency’s leave pool 
ends with O1
OAL3, OBL3, OCL3 – the Agency’s leave pool 
ends with O3
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Catastrophic Leave (Infotype 0696)

8. Click the drop 
down and choose the 
appropriate pool

Choose the appropriate pool within your Agency.
Remember the home pool will be displayed 
based upon the employee’s personnel subarea
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Catastrophic Leave (Infotype 0696)

9. Click to 
validate

10. Click to 
save
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Catastrophic Leave (Infotype 0696)

You will receive a message stating, “Record 
created”.  You have established a pool relationship 
where the employee can donate hours to and be 
awarded hours from.  You may establish other 
relationships if desired.  An employee may only 
have one (1) home pool establishment and up to 
three (3) foreign pool establishments.  To establish 
other relationships, repeats steps 5 – 10.
If the employee transfers to another Business 
area in AASIS, his/her Catastrophic Leave Pool 
relationship must end and a new relationship 
created at the new Agency.
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Donate to Catastrophic Leave Pool
(PA61)

Demonstration
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Donate to Catastrophic Leave Bank

11. Enter desired date in 
the From and To fields

Use these steps to process the actual donation of 
hours to the catastrophic leave pool.  If the 
establishment has not occurred in AASIS first, 
you will receive an error message.
The date in the From and To field must be the 
same.  
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12. Enter 0613 in the 
Infotype field; press enter

Donate to Catastrophic Leave Bank

Infotype 0613 is Absence Donation/Withdraw US.
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13. Click the 
drop-down icon

Donate to Catastrophic Leave Bank
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14. Click the appropriate sub-type

Donate to Catastrophic Leave Bank

0001 Donation - will be used when employee 
desires to donate annual or sick leave; transfer 
unused catastrophic leave back to pool; transfer 
accrued annual and/or sick leave back to leave 
pool. 
This action will reduce employees quota upon 
saving.  A 0416 (Time Quota Compensation) 
infotype will also be created.  This will not 
result in a payout to the employee.
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15. Click to 
create

Donate to Catastrophic Leave Bank
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16. Click the drop-down 
and choose appropriate 
absence quota

Donate to Catastrophic Leave Bank

The employee is only allowed to donate annual or 
sick leave to the catastrophic leave pool.
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17. Type desired number of 
hours

Donate to Catastrophic Leave Bank
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18. Click to 
validate

19. Click to 
save

Donate to Catastrophic Leave Bank

Note:  The Home Pool will default based upon 
the pool selected in establishing the 
relationship.
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Donate to Catastrophic Leave Bank

Remember this action will reduce the employee’s 
quota upon saving.  It will also produce a Infotype 
0416 (Time Quota Compensation) record for 
tracking purposes only.
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Catastrophic Leave

DEMONSTRATION PURPOSES ONLY

The “Do not account” box will be checked upon 
default indicating the hours listed will not be 
compensated.
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Catastrophic Leave Pool Relationship
(PA61)

Demonstration
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EXERCISE SCENARIO 

An employee has been approved by the 
Catastrophic leave committee an award of 
200 leave hours.  Process the withdrawal in  
AASIS
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Catastrophic Leave (Infotype 0696)

1. Follow menu path or type 
PA61 in the command field; 
press enter

The menu path is: Human Resources > Time 
Management > Administration > Time Data > 
Maintain.
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Catastrophic Leave (Infotype 0696)

2. Type personnel number; 
press enter

Always verify the employee’s name before you 
process any master data changes.
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Catastrophic Leave (Infotype 0696)

3. Enter From date and 
12/31/9999 in the To field

4. Type 0696 in the 
Infotype field

5. Click the drop-down 
icon

By entering the end date of 12/31/9999, you will 
only have to establish relationship to the approved  
catastrophic leave pool once.  If the employee 
has an existing home pool establishment 
within your Agency, skip to step 11. 
Infotype 0696 is Absence Pools used to establish 
the employee’s relationship to the catastrophic 
leave pool. 
Note:  This infotype must be created before 
processing any leave donations and/or leave 
withdrawals to/from the Catastrophic Leave 
Pool.
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Catastrophic Leave (Infotype 0696)

6. Double-click 
appropriate sub-type

Note: The original relationship is assigned to 
the home pool.  When donating or awarding 
leave and additional hours are needed than 
what the home pool has, the employee can be 
assigned to a foreign pool within their 
Business area.  
A foreign pool is defined as anything outside 
of the employee’s subarea.  (For example, an 
employee in NEL1 subarea, the home pool will 
be N1 and the foreign pool could be O1).
It is the Agency’s responsibility to insure that 
there are sufficient hours in all leave pools.
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Catastrophic Leave (Infotype 0696)

7. Click to create

The home pool will be identified based upon 
the employee’s personnel subarea assigned on 
Infotype 0001 (Organizational Assignment)
For example:  An employee with the subarea 
of:
NEL1 - the Agency’s leave pool ends with N1; 
NEL3 – the Agency’s leave pool ends with N3
OAL1, OBL1, OCL1 – the Agency’s leave pool 
ends with O1
OAL3, OBL3, OCL3 – the Agency’s leave pool 
ends with O3
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Catastrophic Leave (Infotype 0696)

8. Click the drop 
down and choose the 
appropriate pool

Choose the appropriate pool within your Agency.
Remember the home pool will be displayed 
based upon the employee’s personnel subarea
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Catastrophic Leave (Infotype 0696)

9. Click to 
validate

10. Click to 
save
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Catastrophic Leave (Infotype 0696)

You will receive a message stating, “Record 
created”.  You have established a pool relationship 
where the employee can donate hours to and be 
awarded hours from.  You may establish other 
relationships if desired.  An employee may only 
have one (1) home pool establishment and up to 
three (3) foreign pool establishments.  To establish 
other relationships, repeats steps 5 – 10.
If the employee transfers to another Business 
area in AASIS, his/her Catastrophic Leave Pool 
relationship must end and a new relationship 
created at the new Agency.
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Award Catastrophic Leave
(PA61)

Demonstration

AASIS Support Center, Diane Hill

04/26/06, Revised

Before creating infotype 0613 (Absence 
Donation/Withdraw US) to award hours from the 
catastrophic leave pool, verify that there is an 

existing Catastrophic Leave quota (08) in Transaction 
PT50 (Quota overview) using the Expand pushbutton 
with a validity date of 12/31/9999.
If no quota exists for Catastrophic Leave (08), you must 
create it in Transaction PA61 (Maintain Time Data) on 
Infotype 2006 (Absence Quotas) before creating Infotype
0613 (Absence Donation/Withdraw US) and before using 
the CATL absence type in CATS.
Note:  Infotype 2006 creates the quota with a zero 
balance and Infotype 0613 increases the quota balance.

HRAPAY – 04/26/06
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Award Catastrophic Leave

11. Enter desired date in 
the From and To fields

Use these steps to process the actual withdrawal 
of hours from the catastrophic leave pool.  If the 
establishment has not occurred in AASIS first, 
you will receive an error message.
The date in the From and To field must be the 
same.  
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12. Enter 0613 in the 
Infotype field; press enter

Award Catastrophic Leave

Infotype 0613 is Absence Donation/Withdraw US.
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13. Click the 
drop-down icon

Award Catastrophic Leave
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14. Click the appropriate sub-type

Award Catastrophic Leave

0002 Withdrawal – will be used to award 
catastrophic leave to employee.  
This action will not be made available to the 
employee’s quota balance until the next 
successful time evaluation run occurs and it 
will create a 2013 (Quota Correction) record for 
tracking purposes.
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15. Click 
to create

Award Catastrophic Leave
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16. Click drop- down icon 
and select Catastrophic 
leave

Award Catastrophic Leave

Choose catastrophic leave absence quota type 
when awarding leave to employee.
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17. Type desired number of 
hours

Award Catastrophic Leave
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18. Click to 
validate

19. Click to 
save

Award Catastrophic Leave

Note:  The Home Pool will default based upon 
the pool selected in establishing the 
relationship.
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Award Catastrophic Leave

A successful time evaluation must be run in order 
for the hours to be made available in the 
employee’s quota balance.
Once a successful time evaluation is run, the time 
personnel can enter CATL absence type in CAT2 
to pay the employee.
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DEMONSTRATION PURPOSES ONLY

Award Catastrophic Leave
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Transfer Accrued Leave to Catastrophic Pool
(PA61)

Demonstration
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EXERCISE SCENARIO 

An employee has accrued sick and annual 
leave while on Catastrophic Leave.  Process 
PA61 to transfer the hours back to the 
Catastrophic Leave pool.

When an employee is on catastrophic leave, which is 
paid status, they will earn annual and sick leave.  This 
leave will have to be transferred from the employee’s 
quota balance to the catastrophic leave pool.
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Transfer Accrued Leave to Catastrophic Pool

1. Follow menu path or type 
PA61 in the command field; 
press enter

The menu path is: Human Resources > Time 
Management > Administration > Time Data > 
Maintain.
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Transfer Accrued Leave to Catastrophic Pool

2. Type personnel number; 
press enter

Always verify the employee’s name before you 
process any master data changes.
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3.  Enter desired date in 
the From and To fields

4. Type 0613 in the 
Infotype field

5. Click the 
drop-down icon

Transfer Accrued Leave to Catastrophic Pool

Use these steps to transfer accrued leave hours to 
the catastrophic leave pool.
The date in the From and To field must be the 
same.  
Infotype 0613 is Absence Donation/Withdrawal (US)
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6. Double-click 
appropriate sub-type

Transfer Accrued Leave to Catastrophic Pool

0001 Donation - will be used when employee 
desires to donate annual or sick leave; transfer 
unused catastrophic leave back to pool; transfer 
accrued annual and/or sick leave back to leave 
pool. 
This action will reduce employees quota upon 
saving.  A 0416 (Time Quota Compensation) 
infotype will also be created.  This will not 
result in a payout to the employee.
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7. Click to create

Transfer Accrued Leave to Catastrophic Pool
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8. Click the drop-down 
icon and choose 
appropriate absence 
quota type

Transfer Accrued Leave to Catastrophic Pool
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9. Type number of hours

Transfer Accrued Leave to Catastrophic Pool

These hours would be determined by the number 
of hours the employee accrued.
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11. Click to 
save

10. Click to 
validate

Transfer Accrued Leave to Catastrophic Pool
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Transfer Accrued Leave to Catastrophic Pool

Process steps 7 through 11 to transfer sick leave  
quota type if applicable.
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Transfer Accrued Leave to Catastrophic Pool

DEMONSTRATION PURPOSES ONLY

The “Do not account” box will be checked upon 
default indicating the hours listed will not be 
compensated.



HRAPAY – 09/16/04 6-57

AASIS Support Center, Diane Hill
09/16/04, Revised to  V3

An AASIS Training Guide - Enterprise HRAPAY – Agency Payroll

6-57

DEMONSTRATION PURPOSES ONLY

Transfer Accrued Leave to Catastrophic Pool
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Transfer Unused Catastrophic Leave to Pool
(PA61)

Demonstration



HRAPAY – 09/16/04 6-59

AASIS Support Center, Diane Hill
09/16/04, Revised to  V3

An AASIS Training Guide - Enterprise HRAPAY – Agency Payroll

6-59

EXERCISE SCENARIO 

The employee was granted 200 hours but 
only used 160.  The remaining hours must 
be transferred back to the Catastrophic 
leave pool.  Process PA61 to transfer 
unused Catastrophic Leave

Unused catastrophic leave should be processed in a 
timely manner.  
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Transfer Unused CAT Leave to Catastrophic Pool

1. Follow menu path or type 
PA61 in the command field; 
press enter

The menu path is: Human Resources > Time 
Management > Administration > Time Data > 
Maintain.
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2. Type personnel number; 
press enter

Transfer Unused CAT Leave to Catastrophic Pool

Always verify the employee’s name before you 
process any master data changes.
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3.  Enter desired date in 
the From and To fields

4. Type 0613 in the 
Infotype field

5. Click the 
drop-down icon

Transfer Unused CAT Leave to Catastrophic Pool

Use these steps to transfer unused catastrophic 
leave hours back to the catastrophic leave pool.
The date in the From and To field must be the 
same.  
Infotype 0613 is Absence Donation/Withdraw (US)
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6. Double-click 
appropriate sub-type

Transfer Unused CAT Leave to Catastrophic Pool

0001 Donation - will be used when employee 
desires to donate annual or sick leave; transfer 
unused catastrophic leave back to pool; transfer 
accrued annual and/or sick leave back to leave 
pool. 
This action will reduce employees quota upon 
saving.  A 0416 (Time Quota Compensation) 
infotype will also be created.  This will not 
result in a payout to the employee.
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7. Click to create

Transfer Unused CAT Leave to Catastrophic Pool
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8. Click the drop-down 
icon and choose 
Catastrophic Leave

Transfer Unused CAT Leave to Catastrophic Pool
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9. Type number of hours

Transfer Unused CAT Leave to Catastrophic Pool
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11. Click to 
save

10. Click to 
validate

Transfer Unused CAT Leave to Catastrophic Pool
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Transfer Unused CAT Leave to Catastrophic Pool

The amounts will transfer back into the 
catastrophic leave pool upon saving.
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DEMONSTRATION PURPOSES ONLY

Transfer Unused CAT Leave to Catastrophic Pool

Remember the hours listed is not a payout when 
the “Do not account” box is checked.


